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TOPSpro® + Mail Merge =MAGIC!

Penny Pearson, Patty Long
OTAN & CASAS

ppearson@otan.us plong@casas.org




Outline 2073

= Overview of TOPSpro Enterprise (TE) reports
+ Data for a certificate of recognition/accomplishment
» Exporting to Excel
= Mail Merge in Word
+ 3 parts: Main/Master document, data source, results
Personalize communication with students

Merge to: letters, name badges, certificates, labels,
email...

* Practice!

Patty intros TE reports & how it can be used to communicate with students. Recognition,
etc.

Penny reviews mail merge as 3 parts — data, main document and ‘results’ (letters, certs,
labels etc.)



Data - TE, spreadsheets, tables 2013

= Data for a certificate or other correspondence

» Data should be in the smallest pieces possible
(i.e. First Name and Last Name, not Name
(which is both)

= Exporting to Excel

« Choosing options in topsPRO or your attendance
system (work with your office staff)

+ Considerations - frequency, purpose
= Create your own Data source in Excel
= Create your own Data source in a Word Table

Patty talks about reports and demos how to get the data out of topsPRO (one report does
all?)

Show the export process and choosing .xIs as file type (and .csv only if they have trouble
with .xls)

Ideas for data to extract:
Student data
Plus learning gains
Plus attendance report
Plus whatever you can imagine!

Demo Time!



Select Payment Points Monitor ( Institute 2013

E View Organization Records Reports Tools Help

Payment Points
Report Setup Navigator B Agency/Site |

General Settings

@ Select report:
Class Definitions

-
Personnel Payment Points Summary

Class Instances G Payment Points Totals

In Program Years [7] Payment Points Summary Au;

ords

) Payment Points Monitor

Additional Assessments
Deselect All
Assessment Forms

Tests Invert selection
Report Selecti

rogram tnroliments




General Settings

K3 view oOrgonization Records Reports Tools

2013

payment Points [

Report Setup Navigator

Class Definitions
personnel

Class Instances

In Program Years
Student Records

Class Enroliments
Program Enrollments
Additional Assessments
Assessment Forms
Tests

Report Selection

B3 | Agency/site 1205 Bl Aggregated T W subsites ' [l Generate 15l view Reporting Session @

Remove all ->

Warn if too many pages: ! Include Criteria Info: [+ Inelude Prepared By: [/ Include Print Time: v
Report Style Option: Agency Print Option: Student Print Option:
BAW ®) ID Name (® 1D Name
' Blue ) O
D) Green O Name ©) Name
Red Name 1D Name ID

Include Dropped/Qualified Students:

Bath

® Only Qualified

Make sure that you choose:
+ Only Qualified
2) gt Optss + Break on Class

Drop Reasons:

Break on Class:

Selected
01. Missing birthdate of age outside of 16-110 [~
02. Less than 12 hours of instruction

03. Concurrently enralled in High School/K12

04. No Gender




Export successful! Yot mimet st

Records

| TE RV

Payment Points

Organization

Payment Pointson ... [

Reports Tools Help

Payment Points Mo

Class: 6625 - ESL Advanced
Teacher: 221 - Mueller, Marnie

: [expore = J v “JCIE)

2

a

<

H

{ CAAS

z

2 06/10/2013

& 15:38:34

2

S Program Year: 2012-2013
Agency: 4308 - Rolling Hills Adult School
site: 2-South Campus

ES
Deifina Garcia S
Waria Villasenar ESL

TOPSpro Enterpri

ble Payment Points.




Save in “Desktop” 'S

I Desitop +

Orgunize v Newfoldes z ——

Saving on the desktop makes

W Favorites

B ity g o o it easier to find your

1 Downloads

B | @ % , spreadsheet!

4 b

l
+ Documents ;& pznip«
s : 6625 [stndwmed
B 221 - Mueller, Mamie

& s A Computer
H Ve O s nroies
& Homegrop  + ‘JIA Network

Filename  Payment Points on June 10, 2013 2t 082524 by coordinator3)@rhasorg

Soveas type:[Adobe POF
AdobePDF
Rich Ted Fomat
* HideFolders  Word 207 Document
Comma Separated Values
Excel 97-2003 Workbook

Page 30f 25
M
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sl £ l,
And VO'I la! ‘\i‘\Smemer Institute 2013

= (=
7503~ Foting Pl Adu School 1 - Honh Campus. 1-ABE
~ Rolling Hills Adult School 1 - North Campus 1-ABE
4908 - Rolling Hills Adult School 1 - North Campus 1-ABE
4908 - ling Halls Adult School 1 - North Campus. 1-ABE
4908 - Rolling Hills Adult School |1 - North Campus 1-ABE
4508 - Rolling Fills Adult School 1 - North Campus 1-ABE Jipper, Veranica A
4308 - Rolling Hills Adult School 1 - Nofth Campus 1-ABE Long, Bob A Male 2141195702
5908 - Rling Hills Adut School 1 - North Campus 1-ABE Honon, Missy Female 112301939
4508 - Raling Hills Adut School 1 - Nerth Campus 1-ABE Hillen, Jasper 0 3rea1981
4508 - Roling Mills Adut School 1 - North Campus 1-ABE Basic Skils ertima snsisez
1 - North Campus 1-ABE Basic Shills. Gimare, Bil 1WTN982.
1 - North Campus. 1-ABE Basic Skils Wimley, Biford 87192702
1 - Nonth Campus 1-ABE Basic Skills a. Resatina 91977
1 - Nonth Campus. 1-ABE E! Garcia, Chuckie T 331979 16b.
1 - Noah Campus. 1.ABE Basic Skils (ABE) 0. Marth; 78/1959
1. North Campus. 1.ABE Basic Skils (ABE) Gallegos, Sus: 7115/1981
1+ Hoh Campus 1-ABE Basic Stls (ASE) Fabroso, Runistia L 127211984
1 Hoh Campus 1-ABE Basic Sials (ASE) Willarms, Rick 52011382762
1 - Hoh Campus 1-ABE Basic Skils (ASE) outon, Josaph E W Tnaiess
1 1 Norh Campus. 1.ABE Basic Skils (ASE) " Thamse, Chanisha M male 1173198002
4908 - Roling Hills Adult School 1 - Nofth Carpus 1-ABE ) Female 1964
14908 - Roling Hills Adut School 1 - Nomth Campus 1-ABE Basic Stils (ASE) e 101919792
4908 - Ralling Hills Adult School 1 - North Campus 1-ABE Basic Stls (ASE) 1011211980
4308 - Reling Hills Adult School 1 - North Campus 1-ABE Basic Skils (ASE) "5 Male s2s9T2
14908 - Roling Fils Adut School 1 - Nonth Campus, 1-ABE Basic Skils (ASE) ""a384 Fomale ntars
4908 - Rofling Hills Adult Schoal 1 - North Campus 1-ABE Basic Stills (ABE) 3 m: /197202
4908 - Refling Hills Adult Schoal 1 - Nerh Campus 1-ABE Basic Skills (ABE) Female 328/1985"02
14808 - Rolii 'g Hills Aduit School 1 - Nerth Campus 1-ABE Basic Skills (ABE) 4834 Female 9/22/1964
14908 - Roliing Hills Aduh School 1 - Neh Campus 1-ABE Stills (ABE) 9872 River, Autumn Female i i3l
14308 - Roling Hills Aduk Schoal 1 - North Campus. 1. ABE Basic Skils (ABE) *****3 Dong. Anh Q Fomale 071011949
14808 - Roling Fills Adult School 1 - North Campus 1001 - ABE intormediat & (ASE) Foer, Lo Femala asai1967
13 4508 - Roliing Hills Adult School 1 - North Campus 1001 - ABE Intermediate B: (ABE) Plotkin, ilana m 714/1982702
4508 - Rollng Hills Adut School 1 - North Campus 1001 - ABE Intermediats Basic St (ASE) e, Skip 315
4908 - Roling Hills Adult School 1 - North Campus 1001 - ABE Intermediats B ASE) - Kim, Enca 121211982
1.+ Nofh Campus 1001 - ABE Intermediate Basic Skills (ASE) Karahan, Ayshem 71281980
1 - Nofh Carmpuis 1001 - ABE Intermediate ils (ABE) e, Sau 172198102
E} 1 - Nonh Campus 12345 - ESL - proxy. s Good, Jenry B ar16/1974 150
394908 - Roling Hils Adut Schoal 1 - Nonth Campus 12345 - ESL - praxy. Est Coaleye, Andrew E 10/18/1969'52
i o s st sonani s i 15 mt = = R —




Now, one more thing...

AN=A " WEWE TTE WE WA W, N AR O % ) loox S
At - & Agency
] (] E [ F [ @
Site Program _  Swdent S _ GEDID Name
3503 - Rolling Fills A:dull School 1 - North Campus ic Skils (ABE) r
e Sule (ASE). 10741981
Shils (ABE) &4/1983
Benc Sl (A5C) 9/9/1380
Basic Skills (ABE) 5051935
- GED w982,
ABE) 241195702
514900 - eling Hills AR School 1 - oah ﬁlmpus ABE) 1/29/1939
1014908 - Rolling Mills Adult School 1 - North Gampus ABE) 3281981
Horth Campus ABE) s19/1952
12 4308 - Rolling Fils Adult School 1 - Nofth Campus ASE) 1711982,
134308 - Rolling Hills Aduh Scheol 1 - Nonth Campus (AEE) 67192102
i mm ~Raling Hils Ad Schoal 1 - Norih Campus ABE) 1977
s Adut School Campus 3301979 180
School 1 - North Campus ABE) 1953
14508 - Reolling Hils Aduk ool 11~ o o Basic Skils (ASE| 7/15/1981
4908 - Roling Hills Adult School (] ABE) 1272111984
14508 - Roling Hals Adult School ABE) sr20/198262
zn 4908 - Roling Hills Adult Schoal ASE) 71911984

Basic Skils (ABE)
zz 12908 - Rolling Hals Adult School D

234908 - Roling Halls Adut Sehool Stils (ABE) 10191197982
244308 - Roting Hills Adut School Besc Swls (ABE) 10/12/1980
254308 - Roling Hls Adult School Basic Stills (ABE) 8261972
26 4508 - Roling Hills Adut School Basic Skils nreT

4908 - Roling Pills Adult Schosl Basic Shils 220197202

4908 - Reoliing Hills Adut School B 328198502
294308 - Roling Hills Adult School 8221964

30 4508 - Roling Hills Adut School J o1
- Noth Campus 101011948
- Horth Campus 1967

334908 - Roling Hills Adult School |1 - Morth Campus 714/1982"2
3414908 - Roling Hills Adult Schoal 1 - Noth Campus 5231975
354908 - Roling Hills Adult School h Campus. 1211211982
1364308 - Roling Hills Adult School 1 . Nerth Campus. 7728/1980

172198102

37 /4908 - Rolling Hlls Adult School 1 - Nosth Campus
384908 - Redling Hills Aduh School 1 - Noth Campus
39 (4908 - Rodling Mlls Aduh School 1 - Nomth Gampus
" 3730 s Monitor. s S

/1611974 158
10/18/1969'02

It is important to have your data in the smallest increments possible. If you left the “name”
field as is, when you inserted “name” into your documents, they would always show up in
this format: Lastname, Firstname. This makes it difficult to personalize your letters,
certificates or other documents.



Add a new column

ymer Institute 2013
G H I J
GED ID Name cut Right-click on the

S bt - ﬁ“:;o e 110 column Letter for

Vega, David fosteOpfion= 3093  Gender (or where

Fc‘:::iialﬁ'j;*se B ;“ 1 ever you wish the

Tanieska Dana Paste Special... new column to

Vergara, Luisa Insert appear.)

wﬂ;h“ﬁ:z'da Delete Choose Insert

u, Sho

Acosta, Melinda Clear Contents

Luzanov, Helena Format Cells... 59 15b 1

Yang, Kee LRSS : .

Alangdn. Azucena Lotumn ¥ G H [ il J K L

Salvador, Nina Hide <5, =

L GED ID Name Gendg

Rodriguez, Luis Unhide #

Alcazar, Leo l Doha, Darius Male

Wiodoooa Mokoa- Vega, David Ma]
Robles, Elsie ‘
Cristobal, Jose Male YOUI’ n.ew empty
Jaruleski, Doris Female | COlUMN is ready for
Vergara, Luisa Female data from your
Huata, Mianda Male "Name" column
Wu, Shoufu Male 5
Acosta, Melinda Female
Luzanov, Helena Female
Yang, Kee Male
Arando, Azucena Female
Salvador, Nina Female 1/10/1962 15b
Rodriguez, Luis Male 11/24/1977 15b
Alcazar, Leo Male 6/22/1983 02
Mariscos, Roberto Male 9/17/1975 15b
Santiago, Gomez Male 12/3/1978 15b
Barron. Joe Male 6/10/1980 15b

10



Highlight Name column...

Cristobal, Jose
[Jaruleski, Doris
Vergara, Luisa
Huata, Mianda
Wu, Shoufu
Acosta, Melinda
Luzanov, Helena
Yang, Kee
Arando, Azucena
Salvador, Nina
Rodriguez, Luis
|Alcazar, Leo
Mariscos, Roberto
Santiago, Gomez
Barron, Joe
Nievarra, Raquel
Altamirano, Pedro
Arteste, Geralde
Maceda, Lara
Fraticelli, Sofia
'Yang, Jack
Lopez, Veronica
Rodriguez, Aurelio

column "H.")

Click on the column
letter to select the entire
column. (In this case,

962 15b
11/24/1977 15b
6/22/1983"02
9/17/1975 15b
12/3/1978 15b
6/10/1980 15b
5/21/197602
1/21/1986 02
10/3/1941 15b
6/18/1982'02
1/19/1966 15b
9/2/198302
11/13/1978 15b
12/13/1976 15b

B G | J K L M
Ssn GEDID Name gsender Birth Date Urop Focus
Reason
Doha, Darius Male 12122/197102
Vega, David 002
Robles, Elsie 15b

2013

Adding a new column will allow your data to “overwrite” into a blank set of cells. If you did
not do this, you would overwrite the data in the “Gender” column.

11
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Click “Text to Columns”

Review  View

o &

£

L E
< Summer Institute 2013

W

from From From FromOtner  Eusting | Refresn 7| sen | Fimer o Tetto roup Ungroun Subtotal
Access Web  Test  Sources=  Connections | All= = 7 Advanced | Columns Dupli - -
Get External Data Connections Sort & Filter Cutiine
i - S| Name Text to Columns
4] F 6 L Dl Somute e Goltat of one Sk BN E: s ?i«:n : R s T
: N cell into separate columns amily  Significant Two.Levels Highschool
b B0 e posenepues |00y Gain Movomant O igloma
BRA/1983 | column of til mames ina seporate Yes
10411981 | fistana iast name columns: Yes
69/1963 | Yes
oavisenl | e the s 1 las
§/5/1935 table, splitting the text into
1/9/1982 columns at each comma, period, or Yes
- T
1/29/1939 | @ Press F1 for more netp. Yes
3/28/1981 l—.i
619/1962 1 Yes
117/1982 1 Yes
671927702 1
591977 1 Yes
331979 156 1 Yes Yes
T/8/1959 1 Yes Yes
B THE1981 1
i 12211984 1
5201198202 1
| TH9/1984 1
Thrime, Chanisha M 11731198002 1
(OHappenstance, Matt R 9/9/1984 4 Yes
[Somnambulant, Amnota 10191979702 1
jones, Jimmie Z 10/12/1980 1 Yes Yes
Crespa. Jose 826/1972 1
6 Ry 1171978 1 Yes
| Aljmaner. Robin A 2211972702 1
1] Cork, Josh 3/28/1985702 1 Yes
Jacob, Leean 97221964 1 Yes Yes
0 River, Autumn i 01 1 Yes
1 Dong. Anh @ 10A0/1949 1
52 Fortier, Lori 4411967 1
3 Plotkin, llana TH4/1982"02 4
U Graenleaf, Skip 5231979 1
35 Kim, Erica 12/12/1982 1 Yes
36 [Karahan. Ayshem Ti28/1980 1

12



Just click “Next”...

L E
< Summer Institute 2013

Student Ssn GED ID Name Gender Birth Date Drop
Reason

Doha, Darius Male 12/22/1971'02
Vega, David Male 11/11/1980'02
Robles, Elsie Female 10/1/1984 15b
Cristobal, Jose Male 12/20/1980 15b
[Jaruleski, Doris Female 7/20/1958 15b
v/, i Female 12/1/1983 15b

Convert Text to Columns Wizard - Step 1 of 3 —— Lol ) Male 8/18/1977 15b

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
Choose the fie type that best describes your data:
@ [pelmited| - Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

Male 1/24/197502
amale 011978

The wizard will walk you
through "separating” your
text. For the first step,
verify "Delimited" is
chosen, then click "Next."

Jame

2 bona, Darius
‘ega, David
hobles, Elsie
Friseobal, Jose

Female 1/19/1966 15b

3
Gonzalez, Alex
Yang, Tiao

Foroshani, Oscar
Martinez, Albello
Vang, Khamboon

Male 9/2/1983'02

Female 11/13/1978 15b
Male 12/13/1976 15b
Male 6/22/1968 15b
Male 12/13/1965 15a
Male 4/21/1967 15b
Female T/5/1961 15b
Male 9/16/1964 02

Male 6/5/1986 07a
Male 2/11/1981 15b
Male 6/7/1973 156

Male 12/16/1974"02

13



Click “Comma”

\J"'4 3
< Summer Institute 2013

HL - S| Name

= = F

. ,rBy choosing both the | -

21 Comma and Space

5 { delimiter, you get rid
of the "extra space’

left after the comma.
(Look at your Data

Preview to see what it

will look like.)

17110 - Low Beginning
110 - Low Beginning

35 | 110 - Low Beginning
110 - Low Beginning
110 - Low Beginning

0 « Low Beginning
0 - Low Beginning

K L M N (o]

Gender_| BinhDate_, O™ . Focus_, Worklace - Family

~| Reason~
12722197102
11111198002
10/1/1984 15b
12/20/1980 15b
7/20/1958 150
12/1/1983 156

Educatio ~| Literacy *

r~ ; v
Convert Text o Columns Wizard - Step 2 of 3

you your data
the preview below.

o )

15
02
150

your text s affected n 150

156
02

150
'ﬁb
B 02
150
150
0 155
602

155
02

| | 150
B2

150
150
|§8 150
15a

g fr 150

15b

02
6/5/1986 07a
211/1981 150
6/7/1973 150
12/16/1974 02
10/5/1978 150
773011982 150
10/31/1986 15
7/17/1966 15h

14



‘Names separated 1n ~Data
Preview”

Wi E
< Summer Institute 2013

[Robles, Elsie
Cristobal, Jose

Student;, Ssni_| GEDID. Name . .. Gender BihDate | D'%P  Focus WO
043 Doha, Darius Mals 1212211971702
. Vega. David ~

1
N 1
1
1
- Look closely at the data preview | !
Convert Text to Columns Wizard - Step 2 of 3 e 1
o e b to make sure it is accurate. :
This screen lets you set the defmiters your data contains. You can seehow youl (Note: If you choose 2 delimiters, | 1
the preview below. e
e the "Treat consecutive :
) delimiters as one" will turn on 1
B i
7] Seicolon [¥] Treat consecutive delmiters as one automatically. 1
= 1
¥ Gomma [
@ Text qualifier: B :
[Tl gther: 1
o A /1978 15b 1
6/10/1980 15b 1
5/21/1976'02 1
= 1/21/1986 02 1
boha arius 10/3/1941 15b 1
- avid 6/18/1982'02 1
Robles lsie 1/19/1966 15b 1
ool 921198302 1
Q™ 11/1311978 150 1
12/1311976 15b 1
Cancel <Back Bext> | [ Ensh 6/22/1968 15b 1
12/13/1965 15a 1
Waie 412111967 15b 1
Female 7/5/1961 15b 1
Look! No Male 9/16/1964 02 1
| 1 Male 6/5/1986 07a 1
spacel.Yayl Male 2/11/1981 15b 1
[Martinez, Albello Male 6/7T1973 15b 1
Vang, Khamboon Male 12/16/1974 02 1
5322 [Delgado, Lena Female 10/5/1978 15b 1

15



: [{3 2 »” UL p
n Cl1C mnisn. < Summer Institute 2013
D E E G J K I & M N
a Drop ‘Workplace Fa
Program | Student; | Ssn/_; GEDID Name Gender; | Birth Date Reason Focus| Educatio.~] Lit
ESL Doha, Darius Male 12/22/1971'02 1
ESL Vega, David Male 11/11/198002 1
ESL Robles, Elsie Female 10/1/1984 15b 1
ESL Cristobal, Jose Male 12/20/1980 15b 1
ESL - i Do Eamala 772011958 15b 1
ESL Carvert Text to Columns Wizard - Step 3of 3 o2 s} 121171983 150 1
ESL - 8/18/1977 15b 1
EaL = Jets you select each column and set the Data Format, 11247197502 1
ESL Colurmn data format 1/30/1978 15b 1
ESL ® General . 7/14/1969 15b 1
ESL Tod (oenerdconvaia el yluer i ke, datz vabes 1) 12/16/1979 15b 1
ESL i J itk 9/9/198402 1
T “pate: |MOY [+] 1/10/1962 15b 1
ESL *) Do not import column (skip) 111/24/1977 15b 1
ESL 6/22/1983'02 1
ESL Dgstination: | 51 91711975 15b 1
ESL el e 12/3/1978 15b ]
ESL 2339 6/10/1980 15b 1
ESL 2361 5/21/1976'02 1
s wweengggy ) 1/21/1986 02 1
ESL 2728 7 10/3/1941 15b 1
ESL 22850 T 6/18/1982'02 1
ESL 3336 1/19/1966 15b 1
ESL bt <) | X 972/ "2 1
ESL 3731 >
ESl. b 314 Click finish to complete
ESL reagqdq s <
ESL swesngqgg _ the conversion.
ESL 784 5 e
ESL 5084 Ergodan, Erma Female 1
ESL 5167 Gonzalez, Alex Male 1
ESL =575 Yang, Tiao Male 6/5/1986 07a 1
ESL 5201 Foroshani, Oscar Male 21111981 15b 1
ESL 015204 Martinez, Albello Male 6/7/1973 15b 1
ESL 5223 [Vang, Khamboon Male 12/16/1974 02 1

16



< Summer Institute 2013
ra-Da!
D E E G H ] J
Program . Student . Ssn_; GEDID Name = ~1 Gender
ESL e 0043 Doha [Oarius Male SAVE YOUR
ESL e 0069 Vega Male
ESL e 0117 Robles Female
ESL e 0359 Cristobal Male
ESL "t Jarvleska Female
ESL Vergara Female
ESL Huata Male
ESL Wu Male
ESL JAcosta 1 el Female 1/30/1978 150
ESL Luzanov [Helenal Female 7/14/1969 15b 1
ESL Yang 12/16/1979 15b 1
ESL Arando 9/9/1984 02 1
ESL Salvador 1
ESL Rodriguez 1
ESL Alcazar 1
ESL Mariscos. You must rename each column for each 1
ESL m-w piece of data: "Firstname" and 1
E; R 8 "Lastname." This makes it much easier :
ESL to per your d ts. (Data 1
should be in the smallest "pieces” 1
possible.) :
G [ — | — 1 J 1
. 1
[GED ID Lastname Firstname Gender Male 12131976 155 1
Male §/22/1968 150 1
Doha Da Male Male 12131965 15a 1
Vega Daw Male Male 4221/196T 150 1
Robles Elsi Female :f,,ml! 9”:‘&%;5 1
. & /16/1! 1
Cnsloba! Male Male 6/5/1986 07a 1
Jaruleski Male 2/11/1981 15b 1
Vi Male 6/7/1973 15b 1
efgarm Now you can use nirsianri s .
Huata = i
Wu either field within
Acosta your documents.
Luzanov
Yang

After you complete “Text to Columns” you will need to make sure your new column is
named correctly. The name is in the “header row” or the first row of your data. Accurately
name each column for the type of data represented. In this case, “FirstName” and
“LastName.” This will make it much easier to personalize your mail merge documents.



Mail Merge 101
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Mail Merge 2013

Personalize communication with students
3 parts: Main document, data source, results

Results are: letters, name badges, certificates,
labels, email...

Demo Time!

/\
T
||
[
Il

e’

v
[

!

\

Penny talks about mail merge — 3 parts

Data source (from tops pro)

Main document ( certificate, labels, letters etc.)

Results - your data showing up on the main document as a new “set” of letters, labels,
certificates, etc.

Use the main document over and over again with different data sources.
Show how to “pick” from within data source different criteria —i.e. hours vs 2 level gains, vs

EL Civics etc... [Use select recipients and ‘filtering’ for this... easier than doing Excel as a
database. ]

19



Create your main document 3 Simimer Institate 2013

Templates -

@_ d9-0 @ I Blank and recent I [ —
| | O f A

Installed Templates ——

'D ﬂg My templates... - \i

New from existing... +

Microsoft Office Online Complete Attendance High school diploma

Featured %’wam[Complete Attendance award}"]
Agendas
Award certifkicates ;/ \I

Brochures

Budgets Award cerlificates]

g C

The steps are similar in Word 2003.
Most templates can be “downloaded” from the Microsoft Office site.



Create Your Main Document

(] From existing document. .
Templates

£ mﬁﬁw;_m
:e for templates on Mtrosoft Office Online

L&l On my Web sites...

Wy ;
< Summer Institute 2013

templates downloads
All Templates

Edugation Collection

Hiring and Recruiting Collection

Resume Collection

* Note: Be sure you choose
documents for Word 2003.

21



Customize your document

2013

School complete address
presents this

W%AM

Neasne a{ Awmdu

for completing the seminar on “Name of Activity/Seminar”
Held at the(place)
Date

Name of Facilitator
Designation

Open the file Certificate of Attendance Main Document.doc from the resource CD.

Select the text for School Name and fill it in with your school’s information. Do the same for

the address, and any other information you want reflected on each certificate

22



Mailings

Select E

Link your document to your data

' Lookin:
A A% | Edit T ,‘R
-|[®7 - A - \R_ec_iwt:i ecipient L Hy Recent
| lg Type New List... B
7] Use Existing List... Desktop
785 Select from Outloo

Rontads...

() My Data Sources

i;J+Conned to New Data Source.odc
(_1-+New SQL Server Connection.odc

Z

To customize the information on what class was completed and what program, specific

fields need to be added to replace the text “Name of Activity/Seminar.” To do this, you
must link the data file (Session Roster for 2009) to our main Certificate document.

Click on the Mailings tab in the Ribbon and click on Select Recipients.

Click on Use Existing List. In the Select Data Source window navigate to where your data
file is stored. Select it and click Open.

In the Select Table dialog box, you must select which sheet within your workbook is the
one that has the information on it you wish to use. In this case for the Session Roster,
choose PPs Monitor and click OK.

23



Shared Workspace...

Letters and Mailings l_dlaikbrqe

Customize. .. Shomdal Merge Toolbar

Options... Ervebpesondlobels.. |
¥ Letter Wigard...

Start the Mail Merge Wizard

Select document type
‘What type of document are you
working on?
@ Let

O Labels
O Directory
Letters

Send letters to a group of people.
You can personalize the letter that
each person receives.

Click Next to continue.

\\\‘"4 .
< Summer Institute 2013

|Mﬁ x

Select starting document _
How do you want to set up your
letters?

(® Use the current document

O start from a template
O Start from existing document

Use the current document

Start from the document shown
and use the Mail Merge wizard
to add recipient information.

y
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Selecting the data source

Select recipients_
@ Use an existing list
(O Select from Outlook contacts
O Type anew list

Use an existing list

Use names and addresses from a
file or a database.

1 Browse...
-

-

Select Data Source

Lookin: [ (&3 My Data Sources

Wi E
< Summer Institute 2013

Yo 214 XL

= +hew SQL Server Connection

+Connect to New Data Source

[e)

My Recent
D

Created Type
2/10/2011 5:2307PM  2/10/2011 5:23:07PM  TABLE
2/10/2011 5:23:07PM  2/10/2011 S:23:07PM  TABLE

R

|Ey5ereenshots 2003
{8 centificate of Attendance Main Document

A

\%]Ms; you Card
==
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Select data continued

Mail Merge Recipients

To sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons to add or remove recipients from the mail merge.
‘ist 0‘ m‘ ients:
| LastName ¥ FirstName w Agency v Site ¥ Class v Program A
[Doha [ Darus ____J4908-Ro. [11.N..Jil0-lo. JEsL |
M vega David . ... 110-lo... ESL
[ Robles Elsie 110-Lo... ESL
[ Cristobal Jose 110-Lo... ESL
M Jaruleski Doris 110-Lo... ESL
M vergara Luisa 110-Lo... ESL
M Huata Mianda 4908 - Ro... 110-lo... ESL
M wu Shoufu 4908 - Ro... 110-lo... ESL
& Acosta Welinda 4908 -Ro... 110-lo... ESL
& Luzanov Helena 4908 - Ro... 110-Lo... ESL
M vang Kee 4906 - Ro... 110-Lo... ESL 3@
KA Aranda Amwans 40na . 0~ AR LY a1
< | >
[ ssectal | [ cearal | [ gefresh |
' sokdto & =1
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Embed Personalized Fields

o) | 2 Rules ~ E%d L
==1 9% Match Fields 4

[Insert Merge| Preview

Field ~ £] Update Labels || Results | 3
P
Agency -
Site LS
Class The list under the Insert
Program  IE—— Merge Field button
Student represents all the data field
Ssn from your data source.
GED_ID
LastName ;
FirstName 99
Insert Mail Merge Field
Birth_Date

The next steps involve placing the correct field names where you wish the data to appear
on your certificate. Select the text Name of Awardee.



2013

Select “Name of Awardee”

CMMJL&«':J Atterdance

for completing the seminar on “Name of Activity/Seminar”
Held at the(place)
Date

Now click on the Insert Merge Field from the Mailings Ribbon at the top of the page.

Click on Name to insert that field into your Certificate document. It appears like this:
<<Name>> The brackets indicate this is a data field. Do not try and TYPE this into your
document. You must use the Insert Merge Field option.

Next you must enter the fields that represent the program, class and any other
information you want on your certificate. Select the text “seminar on “Name of
Activity/Seminar.”

Click on the Insert Merge Field button and select Program to insert this field into your
certificate.

Follow the same process to insert the field Class after Program. (Be sure you put a space
between the two field!)
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Embed personalized fields (data)

Write your letter
If you have not already done so,
write your letter now.
To add recipient information to
your letter, click a location in the
document, and then click one of
the items below.
) Address block...
) Greeting line...
_-'| Electronic postage. ..
ILIl Postal bar code...

When e finished writing
your letter, click Next. Then you
can preview and personalize each
recipient’s letter.

Certificate of Attendanc

Rest Adult Sehool i &rﬁ'ﬁzmiﬁr

presents his

1

Name of Awardee

for completing the seminar on “Name of Activity/Seminar”

Held at the[place)
Date

imer Institute 2013

Insert Merge Field
Insert:

© address Fields (3 Database Fiekds
Eields:
Agency ~
Ste |

Class

Program

Student

Ssn

GED ID

Lasthame

Gender

Birth Date

Drop Reason

Focus

Workplace Education
Fanily Literacy b

Match Fields... ;meE Cancel
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Add your field names

\J"'4 3
< Summer Institute 2013

ek 2P Rules ~ @ ‘“
==l 9% Match Fields 4

Insert Merge Preview
Field~ | 5] Update Labels || pesults | 9

Agency P

Site TR

Class
Program
Student

===

Ssn

GED_ID
LastName >
FirstName 09
Gender

Insert Mail Merge Field

Birth_Date

30
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Continue inserting fields

¢ 1.5, 7 06& Complel
«FirstNamer «lastNamer

for successfully completing «Program» «Class»

June 24, 2009
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Preview your document

@j M 4]t >
‘ 4] Find Recipient

‘Preview a
{ Res | <y Auto Check for Errors

Preview Results

| View Merged Data

Replaces the merge fields in your
document with actual data from
your recipient list so you can see

10
what it looks like.
Déarins Doba

for successfully completing ESL 110 - Low Beginning

My
< Summer Institute 2013

v

June 24, 2009
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Preview your document

imlﬁ ¥ x

Preview your letters

One of the merged letters s
previewed here. To preview
another letter, cick one of the
following:

Recipient: |
5 Find a recipient...
Make changes
xnmekachmmmm

= Edt recpient it .

Exclude this recipient

When you have finished
previewing your letters, cick Next.
Then you can print the merged
letters or edi individual letters to
add personal comments.

Step50f6
% Mext: Complete the merge
¥ Previous: Wrke your letter

to.
Dérins Dola
for successfully completing ESL 110 - Low Beginning

June 24, 2009

Z0x
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Ready to merge!

&, &
|Finish & /|| Merge to
Merge ~ | Adobe PDF

Finkj Acrobat

Finish & Merge

Complete the mail merge.

You can create separate documents
for each copy of the letter, send
them all directly to the printer, or
send them via e-mail.

|

Wl
3 Summer Institute 2013

| < Edit Individual Documents...
b

Print Documents...

Q‘u Send E-mail Messages...
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Ready to merge!

{ Mail Merge TS
(*?‘I®In

Complete the merge:

Mail Merge is ready to produce
your letters.,

To personalize your letters, click
"Edit Individual Letters." This will
open a new document with your
merged letters. To make changes
to all the letters, switch back to the

Merge
g Print...

=) Edit individual letters. ..

Merge to New Document

Merge records

o
O Current record

O From: [ To: J




Merge options

Merge to New Document
Merge records

.......

O Current record
O From: [ | To: I |

[

][ Cancel ]

QK

Wy ;
< Summer Institute 2013
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Wig
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MAGIC! ©

%

e
et fee

Dard Vege

atsar o . 125 e gt

Ry Fitte A Sehood
. s 2
—

ey s
4
Jou Catotobel
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Other notes

Microsoft Office Word

Opening this document will run the following SQL command:
!5 SELECT * FROM “'PPs Monitor$"

Data from your database will be placed in the document. Do you want to continue?

=

N fis
< Summer Institute 2013

/
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What can YOU do?

= Brainstorm with your neighbor on how you could
use this at your school.

The resource wiki contains files you can use.
 Data files (Excel)

* Main documents (Certificate)

Explore using built-in Word templates

The resource files also include links to Mail merge
tutorials online.

Practice, practice, practice!

2013
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Time to practice! 2013

= Use the files provided off the wiki
http://pennyspresentations.wikispaces.com

= Create your own document if you prefer.

= Complete one final document to prove you can do
it!

It is important that you keep doing Mail Merge — even for your own personal use
(remember those Holiday letters? Why not use Mail Merge and personalize them for your
family? They’ll love it! And it won’t feel like a “form letter.” ) Keep these resources nearby
in case you forget a step. As you do this over and over again you will become more
comfortable and efficient. Also know that you are learning the most simple form of mail
merge. Word is capable of very complex merges with logic statements (if this; then to that)
as well as stops to input user data during a merge, and much, much more.)

If you need more help, contact OTAN, or look for good tutorials on Office.com and through
YouTube. ©
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Mail merge IS magic!

» Thank you for coming today! .
» Please contact me if you have questions: ©
* Penny Pearson, ppearson@otan.us

= We value your feedback

+ Please fill out the evaluation form.
» Return the evaluation to your presenter.

Iitute 2013
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